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DIRECTIONS POR COMPLETING FORM 45, FITNESS REPORT

INSTRUCTIONS

SECTION A GENERAL

The items of this section should be completed by the op-
propriate administrative or personnel officer. Special in-
structions for completing or omitting Hems of this part of
the report should be carc?ll observed on Field Trans-

mittal — Filness Ropov)a rm ‘{Sa.)

SECTION B EVALUATION OF PERFORMANCE OF
SPECIFC DUTIES

In this section the supervisor will list the most important
dutics the employes has performed during the rating
period and will rate each duty separately. Duties should
be listed in order of im
the individual bel

_duty at o similar of responsibility,
vV

ful consideration should be given
and the rating given sach duty hecause
important in the evoluation of
ossignmenis. N the job requires
kind; if it requires

publication, say chapian,; i i requires
vestigations, tell whet kind end for v

SECTION & MARRATIVE DESCRIPTION OF MANNER

will weigh these factors in his own mind so as to arrive at
a roting which will reflect an employee’s overall value on

the job.
SECTION D DESCRIPTION OF THE EMPLOYEE

This section i a good test of the supervisor's ability to
observe his subordinates. In this section the supervisor
considers the employee from different points of view and
makes o number of close judgments about him.. These
judgments should be based on the characteristics demon-
stroted by the individuol in his current position. This series
of statements applies in some degree to most people, but
should be checked only when such ratings assist in the de-
scription- of the individual. “Writes eflectively” and ““Dis-
cipline in originating, maintaining and disposing of rec-
ords” may be quolifications which are not required in the
oemployes’s current position but, if observed, thay should be
n o holp describe the employse’s copabilities
“Discipline In originating, maintaining and
of records” refers 1o the awareness and opplica-
procedures involved in the creation, maintenance
diposition of written materials.
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quires lialion activities, il what kind and
requires or 1

oporh toll
kilnd, wboim‘ o for . In roting
ployees with supervisory W how
employsss supervissd end grode leveh. e -

EXAMPLES:

“Operates 1250 mwitilith . press” — not “operaies
press.”

“Types research reports having mony tables” — not
ll'yp.’."

“Serves a3 senior suparvisor for 7 important cltivities
using knowledge of the French longuage” — not
“senior supervisor.” narougLGS ‘)

"Supcrvin:hucond-lim wpervitors ,who direct eco-
nomic research” — not “directs research.”

“Responsible for proceming fiscol, financial, and
budget reports for an operating bronch of 350
people” — not “financial support.”

SECTION C EVALUATION OF OVERALL PERFORMANCE
IN CURRENT POSITION
In making this roting the supervisor should take into ac-

count the employee’s conduct on the job as well os his
performunce on oll specific job duties. Each supervisor

SECTION F CERTIFICATION AND COMMENTS

The reviewing official has the responsibility of deciding
whether the supervisor is either underrating or overrating
the employee concerned.. A reviewing official should rec-
ognize that his frame of reference concerning an employee
with whom he may hove contact only occosionally is dif-

rent from that of the supervisor who normally is in con-
sont gssociotion with the individual. At the same time,
the reviewing ‘oWt shoyjd take the opportunity to eval-
vate the ability of the supervisor, to rate subordinates.
Some disagreement between the supervisor and the review-
ing official when preparing evoluations is not unusual. In
a sitvation where there are significant discrepancies be-
tween the ratings of the supervisor and the reviewing offi-
cial, the Director of Personnel will discuss the report with
the Head of the employee’s Career Service and the em-

ployee will joformed of his standing and prospects by
the Head o@onica.
A /§ his Coreer
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DIRECTIONS FOR COMPLETING FORM 43, FITNESS REPOR'T

GENERAL

I PQL!(;.‘!‘

it is Organization pqlicy to inform employoes of the effec-
tiveness of their work pertormance. Organization policy
also requires that supervisors record at least once each
year their opinions and evaluations of the work per-
farmonce of employees under their jurisdiction. Evolua-

tions will also be made whenever it is necessary or desiro-

3. INITIAL REPORT

A Fitness Report will be prepared for each employee s ,

of nine months after his entrance on duty with the orgam- / nl)’
zation. An initiol report need not be made when a Fitness

Report has already been made for some other purpose

within 90 doys prior to the due date of the initial report.

The initial report is of particular importance in providing

ble to provide grganization management with informotion a record of the supervisor's evoluotion of the employee
which may be pertinent to future personnel actions affect- before the employee has completed his twelve-month trial
ing these individuals. Regulation No. outlinas period. An initial report may be deferred tor a period
policies concerning the requirements for submitting initial, not to exceed 30 days beyond the due date to provide
annual, reassignment ond special mpon?showlng the re- the supervisor with additional time to evaluate on em-
purt to the employee and appeals procedure. The Fitness ployee who has been ynder hiy jurisdiction for less than
Report, Form 45, is used 10 record evaluations. However, 90 days.
an evoluation in memorondum form may be substituted for
Form 45 for employees in Grades G5-14 and above. 4. ANNUAL REPORT
A Fitness Report will be prepared annually for each em-
2. SUBMISSION ployee, except when a Fitness Report has been made tor
The Fitness Report will be submitted in triplicate to the some other purpose within 90 days prior to the due date
Head of the Career Service concerned. The Head of the of tha annuol report.  An annual report may be deferred
Career Service will retain one copy and will forward the until the employee hos been under the {urisdiction of the
original and other copy to the Office of Personnel. supervisor for 90 days.
SCHEDULE FOR SUBMISSION OF ANNUAL REPORTS
DUE IN OFFICE OF PERSONNEL §
GRADES FOR PERIOD ENDING FROM HEADQUARTERS FROM FIELD :3,
: , 31 Mavch “Sodpril 31 May
56 through G$-8 30 June 3 3 Avguit 4%
GS-9 through GS-11 0 September 31 October 30 November >
GS-12 and G$-13 31 December 3 Jonvary 28 February 3
* v — /&F‘l
N 31 March T April 31 May /

pervisor of the omployoo,@chnnch by the reossign-
ent of the employes. For the purposq of fitness repon-

ing medime@oporvlwr" refem to the official who pre-
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5. REASSIGNMENT REPORT N b‘# 4

/&Fimes’s Report will be prepared m'fA'hﬂ mediate
m

pores and signs the Fitness Repont of the employes con-
cerned. When the supervisor is reassigned and has nu-
merous reassignment reports to prepare he need complete
only SECTIONS 8, C, and D of the Fitness Report.
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GRADES

DUE IN OFFICL CF PERUONKEL

GS-1 through GS-5

Gs-6 through GS-8

GS-‘9 through G5-11
G5-12 and GS-13

G5-14 and above

FOR PERICD ENDING FROM HEADQUARTCRS FROI FIELD
31 March 30 April 31 May
30 June 31 July 31 August
30 September 31 October 30 November
31 December 31 January 28 February
51 March 30 April 51 May
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